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Division/OfTice: 
Section/Unit: 

Schedule No.: 

Office of Technology & Support 
Construction & Real Property Section 
Facilities Management Unit 

00-80 Admin.Chu.Date: 10-1 5-97 

Record Series Title: GRANT PROJECT PAYROLL FILES 

Description: Documents relating to payment of payrolls for 
construction of health facilities. 

Included are: payroll time sheets; personnel and project 
information; skill levels; time worked; and pay for week's 
work. 

File Arranuement: By project number. 

Retention/Disposition Instructions: 

Cut off file at end of construction project; hold in current files area 3 years; then return to 
appropriate contractor for his disposition. 

Confidential: No-Ope,n Record 

Supersedes: 00-80 (approved 3-1 0-97) 
, 



TO: 

RECORDS COORDINATOR 

RECORDS RETENTION SCHEDULE NOTIFICATION 
(ADMINISTRATIVE CHANGE OR DELETION) 

RECORDS ALTERNATE DIVISION OR OFFICE 

DEPARTMENT OF ARCHIVES AND HISTORY - SCHEDULING 
AND 

SCHEDULE NO. 
SEE BELOW 

/vl q7-253 

NOTIFICATION DATE 

ADMINISTRATIVE CHANGE-SEE AlTACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE 
X ARE HIGHLIGHTED ON ATTACHMENT(S). 
4 

I I 
ALL DHR DIVISION /OFFICE RECORDS COORDINATORS AND ALTERNATES 

FROM DHR POLICY ADMlNlSTRATlONlRECORDS MANAGEMENT UNIT 

I 
SERIES TITLE 
VARIOUS - SEE SAMPLE SCHEDULES ATTACHED. 

APPROVEDDATE ADMINISTRATIVE CHANGE DATE (IF APPLICABLE) 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS. 

1. I SCHFDULE DELETION 

SEE ATTACHED COPY OF "RECORDS MANAGEMENT SERVICES REQUEST 

- OR 

0 SEE DELETION EXPIANATION BELOW: 

-- 

DATE: DHR RECORDS MANAGEMENT OFFICER APPROVAL 
9-1 0-97 

DATE: DEPT. OF ARCHIVES AND HISTORY APPROVAL 
/ A 7 4 4 7  

FORM 5080 (REV. 4-97) 



O??ICE 01 SECRETARY 01  STATE 
PAGE 

Federal regulations (Labor Department) requires a copy of the  payrol l  of each contractor 
who i s  constructing a Health Fac i l i t y  Project. The Health Department reviews and ascer ta in  
thataminimm pay scales are adhered to. W e l l  qua l i f i ed ,  and semi-skilled persons are 
employed and working hours are maintained and are paid according t o  minimum pay 
standards . 

L1 .DISCRIPTI01 O? SERIES - Include ?or. lo. L T o r i  T i t l e .  i f  any 

This f i l e  series consis t  of payrol l  t i m e  sheets  re la t ing ,  personnel and project  
information, s k i l l  l eve l ,  t i m e  worked, and pay f o r  week's work, ususlly consist ing 
of accounting sheets  o r  payrol l  sheets. 

AIIUAL RATE O? ACCUYULATIOU 

AVERAGE DAILY R E F E R E I C E S  

Form: AR-5O-Tl  



13. Is t h i s  the  Record Copy of t he  se r ies?  

14.  Is the re  a duplication of t h i s  series i n  another o f f i c e  o r  agency? 

[ I  

[ I  
15. Is the  information contained i n  t h i s  series ever summarized o r  published? [ I  

[ I  16. Does the  series contain c l a s s i f i ed  information requiring secur i ty  handling? 

17. Does the  series document po l ic ies  and procedures of agency's operation o r  f'unction? [d 

18. Could t h e  function be performed i f  t h e  f i les  were l o s t  o r  destroyed? 
As s t a t ed  by state & Federal regulations 

[d 
[ I  19. Is the  series ( o r  major port ion of it) regular ly  microfilmed? I f  yes , why? 

20. Does t he  record series provide data  as input t o  an EDP f i l e ?  [ I  
[ I  

124 

[ I  

21. Does the  record series contain documentation produced as EDP pr intout?  

22. Is t he  series affected by Federal o r  grant funds? 

23. W i l l  t he re  be a need fo r  these records 10, 15 years from n m ?  If yes ,  what? 

24. REQUIREMENTS. The following requires the  f i les  t o  be kept 3 years : 

a. B T A T E  b. [ ]STATUTE OF c. [ ]AUDIT d. MFEDERAL e . [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERTOD LAW DECISION VALUE 

(Cite Law, Statute,  or other reason for the retention requirement) 
Regulation state t h a t  payrol ls  w i l l  be kept 3 years pas t  date of completion of construction. 

25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t h e  f i l e  s e r i e s  be cut off  at the  end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER end of construction of proj&hen: ' 

A. []Destroy immediately after  cut o f f .  
' 

'B.[]Hold i n  current  f i les  a rea  month(s)/ year(s) , then: 
.. 1 []Destroy. 

2 [ ]Transfer t o  records ,  center ;  hold . year( s j , then: 

b [ ]Transfer h i s t o r i c a l  material t o  Archives ; 
a []Destroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after audit  ( o r  yearb)  after aud i t ) ,  

C. [ ]Hold i n  current  f i les  area indef in i te ly .  
I). []Hold i n  current  f i les  area v e a d s ) .  then t r ans f e r  t o  Archives permanently. 

E. Hother  '-Hold i n  cu r r e i t  files area ,  3 years,  then ,a t  gnd pf .project ,  . return t o  I 
1 contractor fo? h i s  disp_osition. - 

(Indicate briefly ra t ionak  foE 'reconnnendatz'ons aBove7or w-?te &iZEOnat! -remarks)-.- 

i n  Paragraph 2 5  


